





Editing a Note

1. To edit a note, select the note you want to modify and click Edit. The Edit Note/Reminder popup window will
be displayed.

cea Workflow || 2 Messages (2/4) | B schedde | 5 Estimate

ol Mew Hezzage ﬁ _| ol Kews Note/Reminder
From Subject Date =

Egl PaulLorentz Re: RE: 1027708 in Bulding Hilview Towers | - TRWO May 27 81 127 pm
To: John Smythe 0, hanks: ——— Qiginal Message ————— Thermoslal needs Lo be replaced.

;_._ Paul Lorentz Call tenant May Z7 ai 12.56 pm

Callthe tenant tomorrow morning at 5:30 AR and ket him know thermostat wil be replaced.

E] Paul Lorortz HVAC issues HMay 2T at 12:50 pm

2. Inthe Edit Note/Reminder window, modify the Subject and Message field as needed.

3. If you would like to convert the note into a reminder, place a checkmark beside Make a Reminder. See Using
Reminders for more information.

4. Click Save to save your changes.

.| Edit Mote /Reminder =

Subject: HVAL ssues

Message:  Need to look at the number of HVAC-ralated issues and trending.

[#] Mak= 2 Rernind=r

¥ cancel |
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